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iBSTRACT 

The Inglevood, California, public library provides a^ 
■anual on reference service. The theory, purpose, and objectives of > 
reference are noted, and goals and activities are described in teras' 
of budget, personnel, resources, and services, k chapter on 
organization covers service structure, information services, 
relationships with other library services, position descriptions, 
reference activities, physical facility, and staffing, in outline of 
basic reference service concepts is followed by descriptioiis of types 
of cesourqes: ready reference^ general reference, indexes, business 
services, tax services, consumer inf orkiation, telephone directories, 
college catalogs, aild information files. The organization, duties, 
a^nd resources of branch library reference service are also 
considered. Tools are provided for ev^alaating the effectiveness of 
reference collections and librarians. Borking forms are included. , 
(LS) ' ' ^ 
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INTRODUcfiON ^ . - ' 

pi/rpos^: " '^ 

It has long been recognized that a comprehensive manua 1 -on reference service 
would be beneficial in training new librarians as well as f ami liar izing a*ll 
staff with the functions of our reference service and the duties of the 
reference service 5=taff. However, it was not until a move to a new library 
imposed new demands on the reference service that^the need for a manual be- 
' came imperative. 

Thus, it is hoped the following information will clarify for all staff the 
function and scope of our reference service as well as define the duties of 
all reference service personnel/ Additionally, it will aid administrators 
and city offi*ciais in understanding the function of reference service and 
' enable^other library administrators to make compara tive* eva luations of their " 
own operations. A manual this nature may also provide -useful information 
for case, studies in library school courses. - ' ^. ^ 

THEORY ' , ^ ^ , 

A library *s reference service operates to meet the informational needs of itS ^ 
public and to assist the, public in the Dse of the-^ibrary ' s .resources . Jhere 
are two. types ^f reference service: direct service and instructional service. 
Although the debate continues as to v)hich of these is pref erab le , mos t .librar • 
- ies utilize botlVtypes of service to mee t ' the requirements of each [particular 
situation. 



Direct service consists of providing the patron with the information requested, 
without any attempt to teach the patron to utilize the library's resources ^- 
dependently. Telephone inquiries are of necessity handled by * direct servic?^. 
With in-person requests. many types, of questions are more readily ansv^eted 
dire^'ctly, a 1 though^ '^the, patron may be directed- to a pa-lrticu^ar reference book, 
index, or-the public' catd catalag for information. ^ However, once- the reference 
IjL.brarian d"i,rects the patron tp, the^ source of inf ormati'tfn the librarian is re- 
''spo'nsible tor Insuriog the patron knows how to use the reference source and^is 
able to revtrT?Ve the information needed. This 'is wher6 instructional service 



is . employed * ^ 



Instructional service attempts to teach the library patron independent us6 of 
the varidus library resources such ^§ the public card catalog, periodicals in- 
dexes," and rfu^ess services-. This servipe has as its objective the emanci- 
pation of the patro'n from dependence upon a reference service for all except 
the^'most 'complex queries', and conBequehtly is greatly favored by libraries 

.with severely limited staff. Althoilgh teaching the patron to. use the various 
reference tod^^ requi-res more time initially, in the long run it reduces the 

•-public's demands upon the reference staff for assis-tance . 



I 
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In all casas the reference librarian should strive to provide the b6st i^aterials , 
for the particular inquirer, and ^this should also be a majpr goal of all refer- ^ 
ence servip^.\ However, 'in addition to aHibrary's public there are other factors^ 
affecting the type and quality of reference service a library is able to give. 

These factors, or limitations, include the size o'f the physical plant, the size, 
scope, and quality of the collection,, staff, and budget. Most librariels follow 
the basic principles of reference service; however, -each must make adaptations 
for its own unique situation. The type of reference service discussed here is 
that service which is actually provided by the Inglewood Public Library. 




OBJECTIVES. GOALS. AND ACTIVITIES 



^ This section outlines the objective, goals, and activities of reference service 
at the Inglewood Pubfic Library. It utilizes a listing of uniform headings 
(budget, personnel, resources, s/rvices) , originally -developed for a larger 
goals study of the entire Libra/y, in order to assemble goals and activities of 
a like nature under one heading, 'in its use *of the uniform headings and df 
some goals and activities (e.g., budget preparation, at tenJ meetings) applicable 



to aJ 



ill' sections' of the Library , this study will be similar to 
However, these particular goals, and activities were developed 
specific objyrfive , of the {Inference Service, 



f 



larger work, 
augment the 



.Except where noted other«^ise, Che goals and activities relate to professional 
staff. A few Activities performed exclusively by non-professional staff are 
identified. However , ""those activities per formed- by both professional and non- 
professional sta/f (e.g.-, attend meetings, read. library procedural manuals, 
•ftiemos) are simp-l^* 1 L s ted _as professional activities. ^ 

REFERENCE SERVICE OBJECTIVE •> . ^ 



/ The Reference S^ervice will provide specialized service to' bh|^j3.ufe'lic by assisting 
/ them' to locatq and use adult library materials, and will p<^orm readers' adviso- 
y ry service employing reference librarians. 

REFERENCE SERVICE GOALS ' * . . 

Budget 

Recommend funding to enable the Reference Service to perform its objective. ^ 
Make 'the most ef f ec^ive . us^ of the Reference Servi re bud get allocation. 
Per Sonne 1 \ . • 



Select' and" train.a staff Qom^etent to utilize the Library's resources in 
answering the public 's rrecjuei^ts for information.- ' 

Provide sufficient staff to nMintain A level of service responsive to the 
public's needs during all hquTs .the Libtary is open. 



Resources 



^ Provide adult printed mater ia Is ^Vf^h reflect the interests aad needs of the 
'community in accordance with theAmateria Is selection policy ^of the Library. 

/ ^ " ' H \ . . , * 

Ensure that resources are .readi ly'\ayai lable 'to the public. 



Inglbwood Public Library. Library Materials Selection Policy . 1975, 
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Services 

. . • «• 

Provide thorough, knowledgeable, arjd accurate ajiswers to patrort requests 
for information. , • / ■ 

'instruct the public in f indingf and using library resources. 
Provide readers' advisory service. 

Keep abreast of current national and l-ocal developments and eveffts. 

Keep abreast of community information neecjs • ^ * ^ 

• • • ■ . 

Promote public awareness of lirbr>ary resources ' and referei^ce services. 

'REFERENCE SERVICE' ACTIVITIES 

Budget • . - * ^ - - ' ' ^ 

X ^ ' - ' ■ ■ ' ' ' ' ' ■ 

Prepare Reference Service buqget. .1 ; • ' 

Review budget periodically and adjust spending.,, 
Personnel " , " • 
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Interview applic^ants for Reference Service positions. 
^-Supervis^ and train staff. • ' / 

Prepare .employee evaluations; counsel as necessary. 
Conduct specialized in-service training. . 
Soheiule staff ; ^maintain ^ime worked records. 
' Concluct staff meetings. ^ " " ^ ^ • / 

Read professional literature. , 
Read Library procedura 1 >maaua Is , memos, and reports. 
Re'isources 

.'Recomij^nd ad^lt mater'ials; review selection media regularly ("publishe'frfs ' 
catal(^s, vendors* lists, book reviews, etc.); consult with vendors and 
publishers* representatives. " ^ . - ■"' n 

. Ret^iew new reference works as received in the Library. * " 

Review and evalute resources on a continuing basis to insui^the adult 
collectipn is current 'and continues to reflect the needs of ithe communi ty . 

. ^ - . / . 

. ' -7- 
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File reference services, * n 

Perform bibliographic checking. 
Evaluate gift books. 

Observe and report on stack conditions, f 

Order and process information file materials (non-prof e6si&nal) . • 

, ■ - « 

^„ Maintain Library Service Collection (non-professional). 

Services , 

Interpret resources, catalogs, and indexes to the public. 

Assist tha ptiblic in the location of library materials. 

■* ' * * 

Direct and explain'^ to the public the^use af the Library facility. 

Util.ize the reference collection and other resources to answer 
patrons V recjux^sts for information, - 

Assist the -public in the selection of appropriate fiction and subject 
rcafeng material. ^ , ' . . 

' ... 
Read daily newspapers. 

Visit other facilities and information sources in the community. 
Prepare bibliographies and booklists. . 

Attend Library staff meetings and read departmentaT communications 
concerning Cit-y and Library policies and activities. 

Give talks and demonstrations; conduct library orientations. 

^Arrange displays of library materials. 

Make -Studies and reports^ . , ' ^ 

Compile statistics. ^ 




^ • . . ORGANIZATION ^ x ' v ■/ 

« . . ' ■ 7 

/structure '*' ^ . . V - ^ • / . 

The^Ref erenc^.Service , as reflected in the-iibtary Department tl^bli^ of^organir 
zatiohj'^is a vScctionVof the Adult Divisibnt The .Information Ser(vice is also a 
section of tha t^Di.vision, Tfie Head ^ Adult Division supervises \a st^ff-of 
* • full- time, and part"'-t*ime librarians, Librarian X^^ain^eeis, and- Senior Library 
Cl^rks^ and t<?p(>rts directly to the Library Direetor.- * . "^i 

Since, th^ bujd^ejt . limitations do not allow '/or ,a sufficient number of librarians 
•assigned exclusively to the Reference' Service, additional staffing is supplied 
■ by other Libr^ary divisions. Various division heads" (generally Senior Librarians) 
and librarians from the branch libraries are** assigned severa 1 * hours a week on the 
reference desk.- They We under Che supervisiort of the Head Adult Division when 
f uric tioning ^ as re fercnceNli4?rarians . Understandably, additiona 1 , librarians on 
. the Reference Service staftf/would be preferable and would allow for some exj^anded 
services. A benefit*, however, is that reference desk work allows librarians from 
o'tber divisions to maintain contact with the public, . 

Li'brarian Trainees (i.e/, students who are x:urrently enrolled in library s4hool) 
may -also be utilized to staff the reference cjesk. These are part-time positions. 

'Part-time Senior Xibrary Clerks function as ^Information Assistants, while one 
full-time Senior Library Clerk divides time between Information Assistant and 
Reference Clerk duties. - ; ^ ' x 

ifeORMATION SE^VICE^ - - ^ ' . 

The Information Service was originally es-tablishcd as a separate section of tb^ 
Reference 'service to meet the public's need for a source of general information 
within the Library. Previously, reference librarians had been meeti^ng ^his need 
by taking initial, phone calls , giving directional assistance, -etc. Hovfever , wherj 
Jthe public demands increased and this service began to impinge upon the reference 
function, "an Information Service was initiated to reduce ' thes^i demands upon the 
reference librarians, thereby allowing more time fpr in-depth" reference service. 
The Information Service is, in effect, an extension of the Reference* Service . 
The Information Service staff is also supervised by the ^Head, — Adult Division. 

* The Information Service^, which is staffed by Senior Library Clerks rather than 
professional librarians, reduces ^the workload of the reference librarians. » The 
Information Service staff is responsib le ^ f ar screening all initial inquiries, 
providing^^irectiona 1 information, and -referrirjg all requests for interpretive 
information to the reference librarians. It serves the Reference Service staff 
further by handling selected ready-reference questions and requests for searches 
of the author-title card catalog. \ - • . 



1 • . ♦ 

InglewoQd Public Library. Library Information Service , 1974. 
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Tlfere are two separate, relationships between Reference and Inf ormatix)n Service^ 
.personnel: public desk and information materials processing (a rtbn-public 
function). ^ , \ ' ■ ■ ' 

At public desks, intercommunication between Information Assistants and refer- 
ence librarians consists mainly in the referral of telephone calls and patrons 
from Information to Reference when more tKan directional- or library holdings 
information is required. Additional intercommunication betweeft the two sections 
is necessary wh^en^ver back-up h^lp from one section to the other is needed or a 
decision is called for regarding policy matters, emergency situations, or ^ * 
Library operations when the Library Administrative Office is closed. (The senior 
reference librarian on duty is in charge of the Library .when the Libr,9ry Adminis- 
trative Office is closed.) ' . , • 

Information materials,, processing by Information Assistants is mainly regulated ^ 
and supervised off-desk by,the Head — Adult Division through the Reference Clerk. 

RELATIONSHIPS WITH *OTHER LIBRARY SERVICES. ^ * 

Coordination with other Library divisions and' activities is important. Reference 
and Information services and resources are interrelated in a variety of ways to 
the entire Library -s function. Indicated below are those divisions and principal 
ar^as of ^cooperation and; liaison: * v. 

• _ • " . <i 

Library 'Administrative Office . The Reference Service and Information Service 
budgets are prepared as part of the Library's A4ult Division budget in consulta-, 
tionwith the Library Adminis trative Office. Supplies and maintenance needs are 
requested from the Office. The Reference and Information Services work closely 
with the Office concerning^'^r sonne 1 : selection, eva lua tion, persooine 1 trans- 
actions, and payroll. Publicity releases, and material to be printed must J)e sub-* 
mitted to the ' Of f^ce ^ Various ^statistics for the Library's quarterly report are 
"also submitted. V ' 



Technical Services Division * Constant liaison is req.uired in ordering and {pro- 
cessing new titles^ transfers, and withdrawal of reference books. Reference 
librarians make recommendations concerning the -public "card catalog. The Head — 
Adult Division consults with the Head — Technical Services and Technical Services 
Librarian regarding scheduling on the reference desk. Between 9 '^.m. and 5:^0 p.m. 
the, Technicj^l Services staff assists the reference librarians by*searching the 
depository holdings for patron requests. 
•> . I 

Serial Pub licatiofis . and Documents^ . The Serial Publications and Documents Section 
works closely with the Reference Service 'in t;he selectiort and periodic evaluation 
of serial publicatici)ns and reference services. (Many of the Library's reference 
works are seria 1 puWications 7- yearbooks, indexes, etc.)^. The Head ^ Adult 
Division is also head of Ihe^erial Publications and Documents Section of the^ 
Adult Division. . -^-""^ — — ^ , y / 

Aud i o "^v i s u a X^Biv^trsfon . Rg^^etfte librarians assist in interpreting audio-visual 

-»eesi5trrces a^rl3^ h e public when^ required . The Head — Adult Division 

cqnsu Jx^^^with the Head — Audio-visual Division regardi/ig scheduling on the 

refex^nce desk. . ^ * 
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Young Adult Service ♦ Reference librarians assist in interpreting yourig adult 
rl»sources wheh required. ' - - 



Circulation and Circulation Gontrol . A reference** librarian is in charge of the . 
f^'cility when the Library Administrative Office is closed aad may be required to^ 
make policy decisions Concerning the circulation function in the absence of the 
H^ad — Citculatton Division. Decisions on the ' circulation of reference materials 
will b^ made by refereace librarians * ^ Library Aides assigned to the Circulation * 
Division search the shelves for-patron book requests initiated by reference ' 
librarians ' 

Community^ Services ^ Reference librarians assist in interpreting Community 
Services tesour,ces and services when required. Tiie Head — Adult Divisi^on con- 
sults with the Community Services Librarian regarding\scheduling on the reference 
desk, . , ■ ^ ' 

Children's Division . Reference librarians and chi Idren ' s^ librarians cooperate in 
giving libraty tours school classes. Reference librarians should be aware of 
materials available in Ihe Xhi Idren ' s Division. The Head — Adult Division con- 
sults with the Head — Children's Division regarding scheduling on the reference 
desk. „ 

fl . . . 

Branch li.brarie's . Branch librarians may request the assistance of the reference 
librarians in utilizing the adult col lection at the main libi^ary to answer branch 
reference questions. Reference librarians mray also make* author, title, and sub-, 
ject searches in the public -c^rd catalog for branch library patrons. Coordination 
of branch and pain - libr .vr y reference collections and- information files is required 
The Head — Adult Division consults with branch librarians regarding scheduling on 
the reference desk. , 



POSITION-HDESCRIPTIONS - ^ • . f 

Position descriptions are ^iven for the ^following positions in the Reference. 
Service: Hea^ - Reference and Information Services, Reference Librarian II, 
Reference Librarian I, and Reference Clerk. -Although Information Assistant 'is a 
position which works closely with the* Reference Service, this {position description 
is not included here since it has b^en covered in a separata manual. Library * 
Information S ervice . . 

fhe four positions noted in ^this -study follow the .standard pattern- of listing the 
various duties required i\i the position. 'In order to give a fuller' picture of 
the positiosn, the percentage of time spent on each duty is indicated and the-* 
duties ranked by this pe'rcentage, which indicates only "time spent" and ^las no 
direc t^relationship to the importance of the ^uty. . i 

: •• \ ^ •■ ' J- 

Listed under duties (if they apply) are responsibility relationships — that i^, . 
the relationship fo another are^i of activity such as the^hi Idren ' s Divisi^on or 
the Library Administrative Office. Each duty has, thereftbre, been analyzed *with . 
respect to personnel in anbtAr a\ea of activity who (1) must be ^consulted (2) 
may /be c*t)nsulted, and (3) mu^t be Notified. These responsibility relationships 
do not include (X) the person (in* tW Rgrference Service) to whom the employee 
reports, (2) those the employee may supervise, or (3) anyone else in the Reference 
Service . " . -. - 
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Job Title . 


• HEAD. ^ REFERENCE AND INFORMATION SERVICES 


Class Title 


' » 

Senior Librarian ^ * * ► , 


Reports to* 


Library 4)irector * - . 


SupervisliBs 


Reterence iiDrarians, Kererence uierics. 




•Information Assistants 


Location ^ 


Main library 



Summary . The Head — Reference an^ Information Services directs the Refer,ence 
and rnformatJ.on Services, inciuding selection of reference library^ materials, 
coordination of the adult book collection, and supervision of reference and 
information personnel, t. 



Duties • 



1) 



2') 



Reviews and coordinates selection of adult books and 
Information file materials. ; 

May consult branch librarians. 

Supervises reference librarians. Reference Clerk, and 
Information Assistants ; makes assignments and work 
schedules; coordinates reference schedules with other 
divisions 



Percent 



50 



10 



3) 



4) 



6) 
7) 



Must, consult division heads . *. ' 

Selects, evaluates, and counsels personnel 

Must not^ify Library Administrative Office. 

Assists and recommends to tjie Library Directdf* policies 
and procedures relating to the reference and information 
services * • 

Must consult Library Administrative Office. 

R^porCljf on T^roblem areas and re'commends prqcedurdl 
changes. ' . * 

May consult Library Administrative Office. 'r 

Works regular assignments at the reference desK, ■ 

Attends conferences and meetings; reads professional ^ 
litex^ture; is aware of new library resoifrce^ trends. 



and practices, 



^This' (position is one of the functions of the Headj— Adult Division. 

-12- ' \ 
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Must consult Technical Services Division personnel/ 

I • ' ^ , ■ . ^ , . ■■ , 

Prepares budget; reviews and^ reports on budget ' 
periodically. ^. 



Must consult Library Administrative Office. 



Percent 



Directs in-service reference and information trainflng 
of new librarians, Librarian Trainees, Reference / *• 
Clerks, and Information Assistants. / 

Supervises mainte|hance of the. adult book collection. 




Job Title 

Class Title 
Reports to 
Supervises 
Location 



RKFKBKNCK LIBRARIAN II 
Asspciate Librarian 

Head Reference and Information Services 
Main library 



Summary . The Reference Librariyan II assists the public in the interpretation 
of library resources; evaluate^ and develops the adult' subject 1 collect ion^ 
cpnducts reference training. ' > -/ ' 



Dutif^s 
1) 



2) 
3) 
4) 



A) 
6) 
.7) 

■ 8) 

9) 
,10) 
I'l) 



Assists the^^ public in Iqca-ting and interpreting 
library resources. 

May cbnsult chi.ldren^s librarians, young adult 
liBrarians, an^ othen specialized librarians. 

Instructs the public, in the use of the card catalog, 
indexes and other finding aids. 

Evaluates the adult -subject collectipn and recommends 
withdrawal, replacement, or « upliat4^tlg^^_^^^^^^^ 

Provides readers* advisory service. 

May consult children's librarians, young adult librarians, 
and other specialized ^taff member's. 

Instructs librarians irt the reference function. 

Makes recommendations for acquisition of ^library materials, 

Interpret^ Library policies and procedures to the public. 

May consult specialized staff members . 

Attends conferences and meetings; rea,ds |)rof essiona 1 
literature; is aware of new resource materials and. 
technological developments. *^ 

Assists the public in the use of library equipment. 
Prepares studies and* reports as assigned. , 
Petforms, or assists in projects as required. 



Percent 



45 



10 

10 
7 



5 
4 



3 
-3 
3 
3 



-14- 



15 



Recommends an^^peTers library users to additional sources 
for library materia Is . " * ^ 



Prepares bibliographies • 



I 



Reports on problem areas anr recommends procedural changes. 



2 
1 



X 



Is in charge of the«main library in the abstnce of a 
reference librarian senior in rank. 



16 
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JOl^ Ti^le 

Cldss ijltle 
tteploftd to \ 
Supervise I? 
Location 



•REmENCE LIBRARIAN I >^ ' • 

Librarian 

Head Reference and Information Services 
Maift library » 



Summary ', l The Reference Librarian I assists the public in the interpretation 
,af libra;^y resources. 



. 2) 

3) 
4) 
5) 
6) 

8) 

10) 

11) 

12) 



Assists the public in locating and interpreting library, 

resources . ^ . . - . 

May cogfeult children's librarians, young adult librarians, 
and othdir specialized libi^^rians. ^ 

Instruct$o the' pul)?.ic in the use of the card catalog, 
indexes, ^nd other finding aids. ^ * 

Performs .off-desk functions as assigned. 

Assists in projects -^as required. 

Makes recommendations for acquisition of library materials. 

Attends conferences and meetings; reads professional 
literature; is aware of neW resource materials and 
technological developments. ' 

Prepares ^ studies' and reports as. assigned. 

Interprets Library policies and procedure^ to the^^public. 

May consult specialized staff members. 

Prepares -bih^liographies • * 

Supervises maintenance of public bulletin boards. 
Assists the public in the use of library equipment. 
Provides readers* advisory sservice . • 
May Qpnsult chiJdren^s librarians, young adult librarians^ 



Percent 



40 



12 
10 
10 
5 

4 
3 
•3 

3 
3 
3 
2 
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Reports on problem arje^is *,and recommends procedural 
changes. ^ 

Rev^ws reference coll^ctions^and makes recommejfidations 

Is in charge of the main' library in the absenc^ of a 
referefvce librarian ser|ior in rank. 



• 












Job Titl/ ! * ' 


; REFERENCE CLERK ^ ■ :/ . " 




Class Title 
Reports to 
Supervises 
Location 


\ . 'J . .. 
•Senior Library Clerk / 

ilead — Reference and Information Services 

Temporary personnel as assigned 

Mpiri library ' • * - ' 


4 ^ A 


» ft-' 1 * * ' - 'v ' ■ • * 
Summary. The Heference Clerk provides general clerical assistance , t o 

professional reference staff and jmaintain^ reference r^ecords and .file€ 

' ■ ' ' ' » . ♦ ' ^ 


the 


Duties 1 


'- >'•■ 


Percent 


' ' ' / ■ ■ * 

1) Maintains information files for the main libi;|ir)j, artd 

• branche3, which includes requestffeg or ordering; re-.^ • 

• ceiviitig, classifying, prjicessiag, editing, routing, and 

filing of adult, children's, and Spanish information 

materia Is . / 
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Jnitiates, consolidates, ^d types corre«p^r)dence ; mairi- 
taiqs ref er'e'nce^ fi^e f^les ; records statistics; does 



related clerical work. / 



y 3) Schedul^es Informatibn Assistants, 

\j May consult othfer di^vision heads and staff. 

\ ... , ' 

h)^ tConduciis in^iervice training' of Information AjSsistants in 
' public desk^ duties ar^d information files. 

5) ' Supervises and trains *fceraporary personnel^, as fessigned, 

6) ' Receives and routes materials sent to Referen^e^nd 

Information Services. 

<* 

7) Pravides clerical assistance 'to other library pivisions. 

" - ,. *^ 

8) Maintains the Library Service Collection^ 

9) Prepares and types In forma^tifOn Assistants* payijoll 
• . information. 

May consult Library Administrative Office. 

lO) Requests Reference and Information Services supj^lies. 

■ . • \ I. • 

Must consult Library Administrative Office.- 



12 
10 



10 
& 

5 
4 

^3 



-A' 



2 0. 
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S^enior Library. Clerks- holding this position are also Inf oirma t,ion Assistants ahd^ 
tKe amount of time spent as Information Assistants is not! jinc luded in the per- 
centage account of the position.* 

_ . -18- 

19 



/ 



Assists ifhe public in the use of photocopiers and type- 
wrj.ters y makes service requests, and changes paper and 



rcent 



May consult Library Administrative Office. . , 

-/ . ^ * ' 

li) Survews the reference and information areas Xo determine, 

mainycenance requirements . 
13)\ Repibrts on problem areas* 



ERLC 
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^REFERENCE ACTIVITIES 

^ 

In the previous discussion of position descriptions, a summary of the duties 
required w&s included, with each position in an^ffort to delineate furtfier the 
respective positions, ^Those ducies identify various end results which the 
person filling the position is responsible for achieving. Here the focus is' 
on the activities or methods by 'which thk end-results are to be achieved, 
'Activities are listed' for the fOur positions previously identified: ''Head — 
Refe;;«nce. and Information Services, Reference Librarian Referenc.e Librarian 
I, and Reference Clerk. • . 

There are both public activities and non-pub lie ac tivi ties ^ The non-public 
activities are further identified according to the positions they comprise • 
Public activities are performed by the librarian at the reference desk regajr^- 
less of the position filled by that person within the Library system. 



Non-public activities .are those tasks, performed by th;e Reference and<» Inf of^ma- 
/tion Services st'affs whei:\ functioning in th^ir respective positions within the 
library systetri and not^staffing a public de&R, TljedT^'^are generally referred to 
as "off^desk" activities, ' \ • r - 

General reference activities '* Tfie foll*Qf»ing act tvi ties will, be perfqrmed by^ all 

librarians "^hi le serving at the reference de'sk-, . ' " 

.- - « / 

1) An^^war telgphone. ' * 

2) Assist and instruct the pqblit in the use^of periodicals indexes, 

^3) ifksdlst and instruct the public in the use of special reference services - 
business, consume^, etc. , 

J . ,- ,x * • \ .■ ,^ 

[) Assist and instifuct the public iti the ^use of the public card catalog, 
both author- title add * sub jec t , ( r ^ i ^ - 

5; Assist the public in the use of reference materials, ^ 

6) Assist the public in the use of specialized library equipment. 

7) Explain library ' policies and procedures to the public, ^ 
13) File reference services. \ ^ 



I ! 



9) Givel 'directional information as required. ^ . / 

10) Identify library materials from telephone requests. . '\ 

11) 'Observe, report on, or cortect^s tack conditions and. materia Is , 

12) Pert^rm readers/ advisory service, - . . ' - ^ 

13) Provide ^isceference . service to te*lephone inquiries, j 



14) Receive, edit, and complete materials requests. ° " • 

15) Report any malfunctioning equipment to the Library ^fdministrative Office. 

16) Review new reference books. , . 

17) ^Supervise the closing of the library. 

Specific activities — Head — Reference and Information Services . The following 
activities are performed by the "Head — Re^^rence and Information Services as atl 
integral part of this position. . * 



1 

2 
3 
4 
5 
6 
• 7 
8 
9 

10 
11 

12 

14 
15 
16 
17 

18 
19 



Attend ftieetings and conferences. 
Conduct and. arrangfe library tours. 



Confer with Library staff/City employeesyy 



Confei: with representatives of organizations (including vendors) 




inate adult book selBctdoh, - ^ 

Coordinate reference service with other divisions, 
Give talks and demonstrations, - ' 

Pejrform activities related to prof'essional^'^af filiat/Lons • - 
Plan overall op'eration of^ the Reference arid I'nf ormatlidn Services. 
Prepare and review the Reference arid Information Services-* budget . 
Prepare, studies and reports, > , 

|Kead correspondence. j , . j , ^ ' 

Read professional literature, ' 

Review and initiate corre; jpondence . V* 
Review and select reference materials. | , ' 

Select, evaluate, and'^coiinsel personnel ^ • , • 



Supervise and train refeippnie librarians, Reference Clier]^, Librarian 
Trainees, and Information Assistants. " 

Supervise prepara'-tion ofj schedules and payroll. 



Visit libraries, scbools 



, apd- other facilities.. 
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SpectLflc ac tivitilss"-^ Reference t'ibrarian I and II . The following duties are an 
integral part of these Reference Librarians' positions and wou^Lii be performed by 
anyone otcupyirig these g>ositions on a full*-time basis. 

* 1) Assist t*he Head — Reference *and Information Services in the selection 
'and evaluation of adultxbooks aj:i^ information file materials. 

•2) Attend meetings and conferences . . ' ^ 

3) Compile bibliographies. ^ \ 

r ' ■ • ' 

4) ^ Conduct library tdurs and school class visits ^ 
a 5) Confer with Library staff/City employees. 

6) Oversee the operation of the division in the absence of the Head 
Reference and Information Services. 

7) Perform activities related to professional affiliations. 

8) Prepare studies and reports; ' ♦ 

9) Read prof essianal^li4:era ture . ^ ^ 

10) Review and initiate correspondence. ^ . 

11) Review and up-date reference co-llection., ; ' — 

12) Supervise the Library Service Collection. , * ^ , ; 

Specific^ activities — Reference Clerk . These activities comprise the off^desk* 
work of a Senidr Library Clerk whose on-desk time is sfient. as an Inform^atibn l 
Assis tant . . , . • 

1) ^nswer telephone. 

2) Attend ^r^^e ngs . ' ' . » , 
.3) Compile ^t^tistics on public information files. 

4) Confer with Library staff /City employees 

5) Coordinate and schedule non^-pro^f essional personnel. 

6) Maintain and operate photocopiers, including making service request/s 
and changing p^per and masters. 

7) Maintain public information files, including requesting or ordering, 
• "receiving, classifying, processing, editing, routing, and filing of 

pamphlets , jcollege catalogs, commercial catalogs, occupations mat(efials, 
annual i*eports, travel materials, geographical and topographical jjfiaps, 
organizations information, Calif ornia cities and counties materials, ^ 
and telephone directories. ' v - j K 
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8) Maintain reference office files and perform related clerical work. 

• 9) Maintain the Library Service Collection. ' 

10) Observe, report -on, Or correct stack conditions. ' ' 

11) Perform bibliographic checking. 

12) Prepare payroll information. ^ ^ * " 

13) Receive, edit, ahci^omplete book requests. - >^ • 

14) Receive, .process, and route mail. , , 

15) - Request Reference and Information Services supplies. 

16) Route materials.. . * . ^ ' ' 
'17) Supervise and train' temporary personnel. " ^ . 

18) Survey the ^reference area to determine maintenance requirement3 • 

19) Xrain Information Assistants on publife desk duties and public^ 
' information ^^es. 

20V Train personnel in telephone usage. I 
21) lype correspondence, memos, schedules, time-sheets, Reports, etc. , 
PHYglCAL FACILITY ^ ^ . - . 

Two major factors affecting the organization of the Reference and Information 
Service at the Inglewood* main library are the design of the building and 
change in population with m'any patrons generally having little prior experience 
In the use of a library or lacking facility in the English language. 

The building is large and "'spacious , encompassing three public* levels . Art infor- ' 
mation desk is on the first level with the fictian collection, large print 
collection,- and children's library. Another information desk *and the reference, 
service area are on the siecond level along with the public card catalog, seria^ls 
area, and the first half of the subject collection covering the Library of Congjress ' 
classification system from A through The last half 'of the subjec,t collection 
covering J through Z., ^he foreign language and yourig adult collections, and the ' 
audio-visual area are fon the third level. / ^ , 

. ' * . '. * ^ ' 

Effective reference sfietvice depends upon the user securing the information needed. 
Frequently, with paeons who are not familiar witft library classification schemes,- 
the reference librarian must assisf the user in 'locating the material nee*ded from \ \. 
the subject tbllectiori. However, with the adult subject colle^t^ion located ^n two 
separate 'levels, the reference librarian has limited access to this collection, 
especially t/hat* part of it located on the third level. (Consequently, the-* ef fective- 
, ness of , the 'reference service will be^reduced the degree that a portion of the 

9^ • ' . ■ 24 ' ■.■ , 



.subject collection is not accessible to ttj^^ef d^rence librarian for interpre- 
tation td the user. One very popular a/ea of thle subject collection, compris- 
ing examination preparation books, has/been relofi^ated to the second level to 
help overcome this problem. 

Also,, it is more difficult for the patroQ^ho is npt \an Experienced library user 
Zo ujti'lize fully all a IJLbrary^s serviceswltan t^ spread over three levels. ♦ 

RecQgji^zing this probleta, the Library has organtlT^a its ref erence'-setvice to pro- 
Vttie directional service as^ well as informational assistance. A separate% section; 
Information Service , ^ was established within the Adult Division to handle all 
ij^itial' contacts with the public.^ While the reference desk is staffed by librarians 
Ijiformatipn Assistants (Senior Library Clerks) staff the information desks. Their 
-function i^/primarily to provide directional information as opposed to the inter- , 
pretive or problem:'s51ving information provided by the librarians. 
^- . ^ ' ' ' ■ . 

STAFFING . ' ' ' « " ■ ' . 

• ■■ • • _ ■ >» 

*» 

The Inglewood main library is open Monday through Saturday from 9^a.m. to 9 p.m. 
and Sunday from noon to (i p. ml A reference librarian and an Infortnation Assistant 
are on duty and available to the public at all times the library is- open — 78 hours 
weekly. This is possible on a limited budget with the judicious use of' part-time 
''personnel.^ The utilization of part-time "staff aXlows greater flexibility, in 
scjieduling' and broader coverage. . - / 

» ' ^ ..^ . .- ■ ' ' ' ■ ■ 

Because of tFie' exacting demands of being constantly al^rt to the. public's" needs, 
interpteting requ^ests, and physically locating resources, these positions are 
scheduled on a shift basis. While full-time librarians and Informaftpn Assistants 
are generally si:heduled oi|i^the desk for two hour shifts, the part-time staff may 
be scheduled o*n the desk' for longer periods of time, .up to four hoi/r shifts... 
additional staffing is scheduled for especially busy periods^^ The' latter' occur 
-weekdays between 2 and 4 p..m. and Monday through Thursday evenings. At these times 
there willlbe two librarians on duty in the reference service area as well as two 
Information Assistants on duty at their respective desks. 
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I. Main Entrance 
'2. Pay Tftleptwines 
. 3«» ViesttocmB 
4. EUvator tb Parking 

Level 
5^ Check- in Counte 
;6.* Check-out Counter 
7, Registration 
8* Information 
"9TX^evator 
10. Fiction Collectio^ 
^.^iction, Mystery, 
Science Fiction, 
Short Story, 
Romaace, Western 



11. 




Braille, *Large Pririt,-^ 

Tallflng Books V 
C^as^^roi)^^-for the Blind ^ 
Children's Reference 
Children's Book Collectiop^ 
Children's Records <• 
$hlldrei\*8 Restrooms 
Children's Storyroom 
Picture Books 
Children's Librarians 

Offices * . 
Fire Escapes . ? . 

Dpyin^ Machine 
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1. Elevator 

2. Information Desk 
'3,^^-^ard Catalpga 

--*ii)?reijf e Desk 

3. Business Services' 
6; Reference Collection 

Pamphlets * \ 
, Telephone Bpoks 14 
7; Subject Books * 15 
' > Library of Congr^s.s * i6 
A ~ H * 17 



Cuj^rent Magazines ^ 
Study Rooms " 
Coin-operated Typewriters 
Newspapers * ; 

Back Magazines . 
Indexes: Readers* Guide , 
etc. 

Microform > ' 
Microform Reader-printers 
Fire Escapes 
Copying Machine 

■\ 
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Cog 



1. 

2. 

3.' 
4. 

5. 



6. 



Elevator 7. 
Audio-visudl Card . 8. 

Catalog ; 9. 

Listening Booths 10, 
Film and Cassette 

Check-out 11. 
Picture Files; Art 

^Reproduction Files; 12. 

Records & Tspes 13. 
Subject Books 14. 

Library of Congress 
J - 2 



Voung Adult Bop^fi ' 
Coin-operated typewriters 
Conference Rooms 
Library Administrative ^ 
, Offices 
Library- Service 

Collection 
Slide Shov^ Screen 
Fire Escspes i 
Copying Machine 
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referencTe SEiyVICE * ' . 

• ' - ■ - 

The Reference Service is a public service .established to meet public need^. 
Generally, these consist of infomation requests, interpretation of library 
resources , and* instruction in the use of the Library resources • Although 
requests for directional information will usually be answered by ^nformatiqn 
♦Assistants, it is not unlikely some of these queries will be directed at the 
reference •:%ibrarian. Consequently, reference librarians should familiar 
with the physical structQre of the bui lding^i4iclud:i^ng the location of other ^ \ 
' divisions, public restrooms; public telephones, conference and study rooms, # 
typing rooms, etc.. ' ' ^ 

* ■ 

While on desk duty, service to the public/ takes precedence over any other 
duties, and service to the patron in the library takes precedence over tele-, 
phpne inquirii^s. Frequently, i/t is not sufficient 'for the reference librarian - 
to wait for a- patron to request assistance. Since many patrons are reluctant 
to request aid, it is the re^ponsibi lity "of the reference librarian'to antici- 
pate public needs and offer service when it appears needed. 

At tentive'f^^ss^^o the public is of utmost importance, and any work of a personal 
. or distracting nature should be avoided whi*le serving at the reference desk. ^ ^ 

'jhis would include reading, knitting, doing homework, etie. Personal phone- 
calls should not be made from the reference desk,-^£ind persbnal calls received 
Should be kept to a. minimum. When working with the public it is helpful to 
remember to always be courteous, polite, ancf sensitive to eaeh patron's request 
and the problem the patron may have had in formulating an ihquiry. 

■ ' . ■ ■ ■ ' " 

A large part of reference service consist* of inter preting the ~ library * s re- 
sourc^ to the user. This includes the gen-eral collection as well as the refer- 
ence works. The depth to which a reference librarian will be able to interpret^ 
the Library *s holdings in any specific subject area will depend upon the 
librarian's knowledge of the subjec^^ The more knowledgeable a librarian- is in - 
a subject area the more extensive tjj^ assistance should be. However, the 
librarian should use discretion>h:en interpreting the meaning of a worjk to the \ ^ 
patron. ^^^-^-"""^^ ' 

Inter^f^ife^Trg^'Th^ collection, in this respec t , ^means advising the user of the 
-library Is holdings iH a subject area and assessing an individual work in re- 
}.ationship to the otheir works available in the same area. This will include 
directing the patron to the most appropriate format for the information he seeks, 
'wh^ether this is a monograph, periodical, encyclopedia, etc.; assessing the ^ 
difficulty and comprehensiveness of a work and comparing it to other worksu^on 
the same subject for ease of 'use an(i information pravigied; and determining the 
location within the collection of a specific type of information .t^ 

When information is provided on any subject, including the mtast ^siomt^on know- 
ledge, the reference sourc^e for this information should always be cited. The " 
reference librarian should never provide information "off thp top ,pf his^head" . , 
without citing an authority; . ^ ^ " 

^ -28- ; 
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Although every effort should be made to answer all questions, there are some, 
areas which are better left to the experts in the field. Generally, these are 
considered to be questions requesting legal, medical, or consumer advice, ^Under 
no circumstances should a reference librarian offer advice in thjgse areas no 
matter how commonplace the knowledge seems to be. The patron should be directed 
to the appropriate "reference sources and assis ted in ' the use of these, if neces- 
sary, until the needed irvf ormiation is secured. If this, is not available within 
the Library's C(Alection^ the patron should be directed to a more specialized"^, 
library in the area or advised to consult a, prof es^siona 1 in the field, e.g., b 
lawyer^ or doctor. Again, no recojnmendation for a specific person ;5hould be given 
in this referral, but rather, a general suggestion should be made. 

Consistency in answers is also important. While many factors may affect the 
amount of information required to answer a patron's inquiry, every effort should" 
be made to be as consistent as possible in the quality and quantity of the service 
given. Understandably, during busy periods the reference " librarian will not be 
able to spend as much time with each patron, aod ..the information given may not be 
as expensive as it might be at another time. However, the information should be 
accurate* a|;^d the appropriate soui^ces cited. It iS also helpful for the 'reference 
librarian to suggest the patron return at a less busy time for additional informa- 
tion. ^ 

Of course, any business not included at the end of a re ference librarian ' s tour of 
duty at the reference desk is passed on to the librarian coming on to serve^at the 
desk,. The patron ^should never b*e abandoned in the midst of a search for informa- 
tion because the~ reference librari^ is going off duty. If there *^is to be a change 
of librarians assisting a patron, ^he patron should be advised of this by the first 
librarian. . . ' 

•In answering a patron's request for information as many resources within the ' 
Library as needed.should.be utilized, as should resources^ within the largeif communi- 
ty when necessary. ' 

The reference ^,ea consists of the reference desk, which contains a limited ready 
reference collectN(,on within immediate reach for answering those questions most fre- 
quently asked, andXthe adjacent reference collec tions* which are maintained, separate^ 

ly from the gene.ralXbook collection.* ' ^ . ' 

* * IK \ - - ■ . - • ■ 

Also^ithiri the reference area is the public card catai^og. An understanding of the 
puKlic card catalog is- probably the most' necessary point of information required by 
the reference librarian. Knowing the reference works and area is not sufficient to 
aid the public kjiowledgeab ly , Tq> tap th^ total resources\p f , the library one must 
rely upon the public catalog, and more importantly, th^..-stiQ^ec t index to the 
col lec tion . 



RESOURCES 

The complete ho IdirrgS- of ,tlie Iriglewood Public Library ~ a multi-media collection - 
serve as a resource for the\ reference librarian, who has access to the collection 
through the public card catalog. Whenever the referen<:e collection is not suffi- 
cient' to provi^de the information required, it is necessary for the reference- 
librarian J:o utilize the public car^d^ catalog to gain access to the^ tortal. library 
collection/ The Library of Congress list of sub jec t headings used in the^^lassi- ^ 
fica^ion of the collection is\available in^the reference area to assist the x^fer- 
e'nce librarian in using the sutij|BCt <;dtalog, ^ 

In'addition to the sub ject \cata rog and its companion manual gf subject headings, 
the reference collection co^sists^^ of several categories : ready reference, general 
reference, newspaper and per^odici^ls indexes, business services, tax services, 
consumer information, telephtWe directories , college catalogs, and information 
f i les . 



READY REFERENCE 



\ 



This collection is located on a two-tier revolving'* whee 1 at the reference 5esk and 
is used to give quick, short answer^s , usVaHy to telephone inquiries. Although ^he 
collection listed here contains^ maity ' of the basic reference works one finds in mbsl 
reference collections, it is not a fixed collection and may be changed as circumA 
stances require. The' works listed l\e"re comprised'.the collection at the timethis\ 



manual, was prepared, 

Baer's agricultural almanac 
Bartlett's^ familiar quotations 
Califotnia blue 'feook^ , 
The California handbook-. 
California informati*on almanac 
Ca-lifornia legislature handbook 
Calif ornria roster * 
Chase's calendar of annual events 
The^ Columbia Lippincott gazetteer of| the 
^Congressional directory 
Congressional index 
Congressional pictorial directory 
Congressional sjiaff directory 
Dire^ctory of post offices 
Emily Po§tit's etiquette 
First aid manual 

Granger's index to" poeU^y * , 
A Guide to the use of.-^ar t let t ' s familiar* ^quotations 
Guinness ' l^ook of world records 
Guinness' sjJorlfs record book^^- 
Home reference books in print 
Information please almanac / 
^elley b luebaak^"qf--^utiDmob±l .prices 




/ 




Los Angeles County almanac . 
Los Angeles handbpok ,1 « 

Modern English ysage * : 

National zip code directory 
The Official Associated Press almanac 
the Old -farmer's almanac 

Pocket ^ata book, U.S.A. . ^ . 

Random ^ouse dictionary 
Reader's Digest almanac and yearbook 
The Reader's encyclopedia 
Reference handbpok of grammar and usage 
Robert's rules of Qrder ' 
Statesman's yearbook - ■ ' * 

.Statistical abstract of the United States • , , ' ' 

'Supplement to the U.S. Government Printing Office style manual 
Thomas* guide to Los Angeles County 
U.S. Government Printing Office style manual 
Union list'of periodicals . 

Union li^t' of periodical* in Southern California . 
. United' States Government , organfzation manual ' 
Webster's biographical dictiiCH^ary 

Webster's collegiate dictionary ' . - / 
Webster's •geographical dictionary ; . 
Whitaker'^s- almanac " _ ^ 
World almana.c • *' * ^ 
The World in figures ^ ^ ^ 

In addition, the ready^jf ef erence collection contains the following uncataloged 
material: - \ - . . ' \ 

Election literature (ephemera pertaining to curr^ot elept:ions) ' ' \ - . 
Federal, state, and local mi scellan^ous information - , - _ ^ 

Inglewood Public Library's periodica Is holdtirigs lis t ^ ^^"^^ .--r—^ 

Lbcal telephone directories * ' ^"^"^ ^ ^ ^ > . ^ 

"""Periodicals directories fpr- the surrounding area * il 

Sources for personal statistic^ll information — .birth,. deatTrT-^iRarriage , ^ 

and divorce records * 
Sub ject sguide to the Inglewpod^^ub4ric''I.ibrary ! s periodicals holdings, 

GENERAL'REEERENCE ^ — ' ■ - / 

This collection is maintained separate ly from the circulating book collection and 
is located close to the reference desk^ It ^contains standard .reference works , such 
aa general* and subject encyclopedias, almanacs, Who-'s Who and biographical directo- 
ries, Inglewood Municipal Code , Ca lif ornia State Codes, tHj^ United States Code, 
building codes, dictionaries in English and foreign languages, medical, scientific 
and other specialized dictionaries, handbooks , directories , literary and other ^ 
specialized indexes^ atlases, gazetteers, etd. However, many works commonly found 
in reference collections elsewhere are included in the circulating collection at- 
the Inglewood Public Li^'^ary . , The actual reference collection jls purposely kept 
small to facilitate its use. ' , ' 
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NEWSPAPER AND f»ERlODICALS INDEXES 



The Libraryt subs5:ribes to the 'New York Times Index , Los Apgele^ Times Index , .and 
California News Index (which indexes six newspapers and seven liagazines) . The 
library also subscribes to the following major standard p^riodilca Is- indexes: 
Access ,' Applied Science and Technology Index , Art Index , . Busirfiass Periodicals 
Index , Education Index , Humanities Inde'X , Index to Government P|priodica Is , Popular 
Periodicals Index , Public Affairs Information Service , Reader ' si Guide t~Periodical 
Li terature , and Social Sciences Index , 



BUSINESS SERVICES 



This collection has been separated from the general reference collection since it 



is m0re usefully handled as a separate collection, 
hei:>^* are 'Sj^ria 1 publications. Included are: ^ 



Most of the items contained 



Almanac of business and industrial financial ratios 
American encycj-opedla of international information 
Annual survey of manufactures , 
Arizona directory of manufacturers 
Arizona economic indicators 
Barclay's o>versea8 survey ^ \ 

Best's key fating guide, property-liability 
Best's recommended life insurance companies^ , 
Business conditions digest 
Business service checklist 

Business' stati sties / ' 

California export service and guide 
California international business directory 
Oal-ifornia manufacturers register 
Census o^f agriculture ^ 
* (Jensus of business (California) 
C-ens*us of manuf actTuf es 
Census of retail trade (California) 
Censu'i^ of wholesale trade (Ga li f ornia)» 
ContvTiners and packaging ^ ^ 
Copper, quarterly report^ ' V ^ 

Corporate affiliations- " ^ . ^ 
Qounty busiijess patterns 
Current business refxorts: 
Current 'business report^: 
Customs regulations of the tf.S*. ^ ^ 
Dictionary of Stock market terms " • 

Directory of American. firms operating in foreign countries 
Di.rectory of American importers and exporters • " ^ 
Directory of companies filing annual reports with the Securities and 
' Exchange Commission . - 



Annual retai*! trade 
Monthly retail trade 



Directory of foreign firms operating in the United States 
EIA guide ^ . . ' 

Economic indicators * " ^ ^ 

Economic prospects . 
Electronics buyers* guide _ ' . ^ ^ - 



Electronic News financial, fact book and directory. 
Federal Reserve historical chart book 
Federal Reserve statisti(5al release 
Federal Trade Conmission news 
Federal Trade Coinmis'^si^i news summary^ 
Fin'^nce facts « 

Financial tactics and terms for the sophisticated international investor 
Foreign commerce and navigation of theiUnited States « 
Foreign economic ttends and their implications for the U.S. 
Importers and exporters trade proihotibn guide 

The Inger letter ^ 
Inglewood business ' 
international petroleum encyclopedia , ■ . 

Investment analyzer 

Investment companies: nmttfel funds and other types ' 
Jane's miajor companies of EJurope * * 

Kelly's manufacturers and merchants directory ' * « 

kiplinger California letter - 
Kiplinger WashingibA letter ^ 

L^fe insurance fa^t book v * \ 

^g^'^t^JTin economic growth, 1860-1965 ' • 
it4ily summary of business conditions in the clift?rarl valley of California, 
Monthly summary of busi'lless. c.otiditions in Southern California ' 
Monthly summary of business conditions in the northern coastal, counties of^ 

California' * " '* ' • ^ ^ 

Monthly wholesale trade sales and inventories * 
Moody's bank and finance manual ^ 
• Moody^s bond record ^ , ^ 

Moody '-S bond survey ' ^ - 

Moody-'^s convertlirle ^bonds . - — - 1 

Moody's dividend record .V 
yioody's handbook of common' stocks 
/Moody '^ industrial manual ^ 
Moody's municipal and governiqent mapual • ^ 

Moody's OTC industrial manual \ ' ^ II-'^-'''^''^^^^ , 

Moody's public utility manual ^J,*-^^^^^^^^^'^^ " ^ \^ 

Moody '^ ttaftspprtation manuaj — / 
'Mutual fund fact boj 
Mutual fund l^yestment plannic 

Nationajp.-f'tfod Brolsfirs Associ^t^ directory^ of members 
Naiiitynal fr^acfflse directory - ^ 

Of f icial „Jummary of security transactions and holdings"^ • * 
OverseaSj^ business reports ^ ^ . 

fierformajap^ profiles, private electric ;uti lities in the United States, 196j-19 
Pulp 7* liaper and board ' X' 

•Quarterly financial report for manufacturing cooperations ' 
The R.H.M. warraat and stock survey 

Regional JPlanning Commission. County of ^Loe Angeles. 'Quart^ly bulTetio.-^^ 
Savings , and loan fact book * ..^ , 
Securities and Exchange Commission docket . 
Securities ^and Exchange Conimission news digest ^ 

Securities and Exchange Commission 'statistical bulletin ' * 




I 



Small business bibliography ' • , ^ . ■ 

Small business publications ^ • 
Soutefiern California business directory and buyers guide , ^ 
Southern California repoL^t . '* 

Standard arid Poor's industr^j surveys ^ • ^ 

Standard^*a\(id Poor's outloiDk 

Standard and P^jr '3 register of corporations , directors and executives 
Standard and Poot's security owners stock guide 1^ . . 

Standard and Poor's stock reports^ . 
Survey, pf current business 

Tariff schedules of the United States, annotated, • * 

Technical aids for sroall manufacturers 
Television sponsors directory 
Thomas register of American manufacturers- 
Trend line dai.ly basic stock charts / ' * * 
Tuesday spat market price indexes and prices 

^5,000 leading U.S • ^corporations'; / . • , 

. U.C.L.A. business forecast for"* t|ie nation and. California 
/O.S. Bureau of the Census "current* industrial reports \ 
U.S. direct investments abroad *' ^ 
U.S*. government security yieldsTand prices 
U.S. industrial outlook [/ ' 

The Value Line investment surve^ ' ' • 

^Walker's manual of Western corporations and seciirities 
The Wall .Street thesaurus J 
Who's who in finance and industry ^^"^ 
World aviat;ion directory ^ \ ' 

World tnonetaty Conditions *in relation to /agricultural tra 
Yearbook of ititerriatioijal trade statistics /-^ . 



TPAsEkVlCBS — 

\ ' ^ ^ ' 

ThisAmaterlal is maintained separately from the general reference collection, 

since\it, too, ii^]3nore readily accessible to th^' pttblic as a separate collection*. 

.Incluoed jgjre: - > * ^if ' 



Caltfbrnia personal income t^x "law / 

California property tax laws ' r - . \ 

atalogue of f orms , f orm letters , notices (U.S . Internal Revenue*'S'erviee) 
de of\Federal regulations. Title 26, Internal R'evenue 
\C6unty of Los, Angeles tax payer's guide ^ \ . . 



sring' 



s California coded: revenue and taxation 
ral tax haddfaook (Prentice-IUtll) '> - ^ / 

^x-dig^6X sjLipplera^nt sys tera^ fu .S • Interna 1 Revenue Service) 
local taxes (Prentice-Hall) ' * ^ 

pr small- busitiesses (U.S Internal Revenue Service) 
Tax r^iew (Tax Foundation) -^J . ' " - ' ^ 

U.S. Internal Revenue Service publications " - 
Your Feaergl income tax for individuals , ^ . 
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CONSUMER INFORMATION 




^This material, like the busi^iess services and the tax services, is maintained as 
a separate collection. It contaips the following items: » 

CPI detailed repo;rt ' . . ; 

Caveat emptor - <? ' ' * * 

CoQsumer affairs * » ' . . 

Consumer aid series * ^ I ^ 

Consumer digest ^ ^ / 

Consumer information ; . - ^ / 

Co'nsumer legislative monthly j:»eport * ^ ^ / 

Consumer iiews . " . * • . - / • * 

CqnsCimer newsletter " ^ / ^ 

Consumer pric^ iijdex Pacific bitj^^ and. U.S . ^averBg*e ./ ; - \ ,^ 

Consumer reports ^ \ • ^ ' ^ 

Contumer's research / \ " . 

Directory of st^te, ebunty and "city govej:nflfenJt consifiner offices - 
Estimated average retail food prices^^-^acif ic region ^ 
Est^imated retail food prices by 

FDA consumer - 
Guide to Federal consumer sefvices * H \ 

[ONE DIRECTORIES / - ' / 

This^ collection is very comprehensive. Th;^ Library has telephone directories 

fr€m all oL^alif ornia, most cities in the other states, *atid fmpor/tant xities in 

foreign countries. ; , . . . 

^ ■ ' ' ' - . ) . _ 

COLLEGE CATALOGS ' * . ^ . 



The college catalog collection consists of 'catalogs of (1) general universities** 
and colleges bti microform, aud (2) specialized co^lleges a^d correspondence schools. 
Micro^^orms are available at the reference desk -fqr Use oxx the microform •reader- 
printers located in the serials :area, while the' specialized college and corres- 
pondence ^school catalogs are shelved tn the . reference area for non-S'apervised uSe * 
within the library. . / , , * 

NFORMATION FILES • ; / . ' ^ ' ^ 

Information files ar^- a mo^t important adjunct of reference; service and ^te lofcated 
adjacent to |^he re^ference desk. State and Federal government documents compijis^ a 
large percentage of the material in these fil^s. The file^ are subdivided into 
several areas; subject* mdtef'ial,' annual reports (jEederal, state , and hon-govern-^^ 
mental) , California citjLes and counties (general, ahd^ historical information) , 
occupations or careers, tfavel , (foreign^ United' States<f, California — maps ^fid'^iam-^ 
phlets) , comifiercial^cat^lo^s ,^ organizations" infcprmation, and geographical and topo- 
grapji^c^map fi*Xe'. In contrast to'the res^'of the reference collection j the material 
^iti the infortnation files does circulate. " * . * 



•35- ^ 



36 



' BRAtlSH LIBRARY REFERENCE SERVICE . ' * • 

■ ■ , ' , ^' • '■ 

ORGANIZATION , * . ♦ 

Branch librarijis are maintained to provide a first level of libraty service to a 
community. . Although the branch library collection is tailored^to meetthe needs 
of the surrounding community, it will ge'nerally be duplicated in the holdings, of 
* the main ltbr)^ry. A branch library is organijzed under the direction of a 'branch 
' librarian with one addiCionaXliborarian and' several clerical assistants. lAs 
staffing is 1^'imited, mahy areas, of responsibility are not .maintained' within ^ 
strict lijnrt'&\bu,c^end to overlap. A high degree of cooperation among the staff 
is necessary fo^ the smooth functioning of a branch library . 

The librarian 6n Suty, whether this is the branch librarian or an assistant > is 
responsible f or' the\ref erence function at the branch library. In the absence of 
a librarian, which do^- occur occasionally^ during lunch hours and emergencies,* 
— -"ttie^cTrlculation Supervi^r or next highest clerical person onduty'ls responsi- 
ble for assisting th^pa^^Dns with their requests as much as possible. If addi-' 
^l^Ral service is ^required, vthe^person on duty will contact the reference dedk 
at the main library for assis^^axic^. The reference librarian at the main library 
will then either provide the infonft^^ion requested ovef the telephone or. advise 
' the patron to come to the main* library reTei^exice desk for further assi^ta^nce, 



DUTIES 



The branch librarianrtir~resi>misible for the overa 11 'oper^atipn ^6f-^^he branch 
library '^s.well as referenc^servtce.^ When another librai;ian is as^l^gned to the 
^ran^H "1x^ , that IrBlTariah^ 
and supervision of tabe library in the absence of the branch librarian. As 
branch libraries do not have Information Assistants, their general functioiY is 
performed by both librarians arid clerical staff at the branch librarjy. The 
librarifins have more responsibility foi* answering^'^directiona.l questions, com- 
pleting title searches, answering the telephones , etc., than their counterparts 
at the main library. 



Another service shared iy the librarians and clerical staff is the i|, 
visory service. Due to the ititlmacy oi a branch library, the* cleric 
especially the Circulation Supervisor , has regular contact with the 
comes to knqw their reading interests Increasingly , the clerical 
assisjf.^. the patrons .with their reading selections, especially in the 
'^£;^tibn and new books on the best seller lists. - ^ , 



Branqh library reference' service (assisting t>atrpnV-4ji their re^^^t s for;ilffor- 
maclon and their use of the library's resources) is^^imilar to thM Drovjided at 
thV tftainr-±ibf ary , wi'th the major limitation b^ing fhe limited coile\ti on/and re- 
jources of a branch library . As a result ,pf these limitatiorxs_J;jh^ b^arffch 
iibrari^r/wjJL-J^ times, call on the reference service^t^tfi^ mdin library^^ 
bn answering a pdtron' s inquiry . , * * ^^"^^ ' 



eaders ' ad- 
al staff, 
patrons and 
taff will 
area"^ of 



assisi 



Also, in a branch library the separation of adult anjd children's services is not 
as clearly defined as at the main library. Although children's librarians do 
serve in branch libraries on'a regular basi^^ (se^veral times a ^week) there are 
no children's librarians assigned to the branch libraries on a -full-time basis. 
Consequently, branch librarians will frequently provide^ reference service and 
reading guidance to^ children as well as adults. | ^ 

RESOURCES ^ ' . ' . ' V 

x ft . . . X * 

.X . ' » ^ » ■ . ■ ■ . . 

Bl^srnch referance service is perhaps more depekndent up^on^the total library col- 
lection than i(s reference service at the main ^ibra^y . This is due primari^ly . to 
limited funds and ^spdee'' which impose^restrictions upon the size of the reference 
collection. , ' 

^As at the mai^ library, the public caifd catalog is a major resource in providing 
reference service to' the ^public , ^and 'familiarity with the card catalog is ear 
sential for §^od reference service. , The reference desk is located adjacent to 
the public card- catalog, thereby, facilitating-^the use of the catalog in assist- 
ing thje .patrpns ' 

Reference collection . The reference collection consists jirimarily of tjtie ba'sic 

reference toc^ls : general encyclopedias , several- special "encycl-opedi^s and 

dictionaries^ almanacs', bi-ographica 1 dictionaries, directories and indexes*, 

several foreign language dictionaries, atlases and gazetteers , etc. . 
«. ' ' 

^ * " ■' ■• - - ■ ■ ^ ■ ■ ' * 

Communi£y infofmatioh re'j^urc^s . Since ±he branch li|!)raries' do not have an 

Information Service to maintain information on community activities' and resources 
this is done by the refe,rence librarian.. This information constitutes an impor- 
tant t^esource. Inf orma"^tion comes in from many sources within the community. A 
major source is t he C i ty o f J ng 1 ewppd , whic h pr ovi des bath th^e m^ain .JLlbj:flry;.and, 
the branch ll^jaries^wi th information it wisiies disseminated to the public* 

Telephone di^ecti^r ies . Branch libraries h^ve "limited collect'ions' of telephone 
directories for fhe 3outhet.ji Califotnia arlsa. Inquiries for other areas are re- 
feijred to the main library. ^ - /' ' j'* • 

College c a i: a 1 o g>s This collection^ is also more limited. ^ It is g,enefally re~ 
"^^trac^ted to colleges, universities, and vocational schools in California pnd 
neighboring stated ; However, duej to the large^, nui^er\pf Black patrons s^ve3 by 
the branch librai;'ies, an exception is made tp include catalogs fj?om formerly all- 
Black schools regardless of * their location witKin the United States. 

, * ^ " ■ . , . .- «a „ 

InTormation files . The brancl^i libraries also maintain inf ormatian f i les of pam- 
phlet material. These are considered an important resource .for reference service 
Although the file^ at "the braifeia libraries^ aire not as conyprehensive as those at 
the main librai^y^ the^ame generalSsg^eas,. aire covered: 'isul>3ject material, Califor- 
nia cities and/ coutities (general itvd lvi>ia^;±cal inf ormation)^^^^!^accyp^tions or 
j^areet^, travel (vforeign, Unirted States, C^^lr^or^ii a — maps find p^^rfilets).' The 
one area^^u^t covefed a't the bra ach libraries is the 'annual reports. * As a£ the 
main library, the material in $t>e^ inf ormation files does circulate.' > / | 




EVALUATION AND EFFECTIVENESS OF REFERENCE SERVICE 



-REFERENCE LIBRARIANS ' • . 

As with other positiorfe within the Library, somp evaluation of the perf oriUance 
of the reference librarian is ^^equired. All refef&iice librarians ser^e a pro- 
bationary pexiod of up to one year, and it Is nec^s^ary to evaluate their per- 

Iso, if a library is tD maintain an effective 




__ aanpe during ^tfiis period, 
^ reference service, the staff 

public and aware of the library *s t 
of each Reference librarian^ 
J among the staff members of 



constantly be alert ffp^t^e needs 'of the 

ources • ^ Periodic evaluations- and review 
performance will help to maintain an awareness ^ 
eir rjsspionslbi Ittie's and functioning on the job, - 
The accompanying evaluationAf orra was developed by the Library to meet thi^ need.- 



Since the major as.Pject at Arefe^erice service does not lend Itself to quantitative 
measurement^ it wafs difii^lt to e^stablisll an effective set of criteria for 
eyaluationv However, /it is feXg^bat thjp format final ryxdevelo|)ed and empl6yed 
by 'the Inglewbod, Public ybrar^ d^^:s-'f<uj\^ the job*. 

The empltiyee is evaluated pr>imari ly. accor3l:n^<^ knowledge o^S^the Library's re- 
s»ou^ces ,.: especially the rezerenqe col lection, and^^^.£for ts to piS^yide good ref^- 
ence service* The refer^ce liljrarian/s relationship^w1^tl^^ther7^mplb^J^e^ and 
performance of referen^^ maintena^ice dutle;s-^are also* include^^p^jii the eva|luat:ioii\ 

To date, the Ingle wo^od Public Library 1ias not devel6pB4 an accurate meatts^^ 
measuring the ef f ectivenessj^of reference service either by individual refers 
lihrajrians or tKe division' as a whole. To do^ so wo'uld inevitably require some 
me4^surement of user jsatisfactipnv^^ ^H^^ is measured is relied to^ 

serving* the public. It must be assumed^ that thorough knowledge of the library • 
jcoj^lections will affect the reference librari^^r'^ability to provide effectivef 
refereiice service • ' The same may be said ab^t the reference librari^n'^ ability 
to understand and interpret users' que^^ons and. the librarian's wi'llingnress ^to 
assist the patron in the use, of the^jllbrary *^s resources. ' ,^ 



Also," no measurement of the efficiency of refere^nce ser^^ice .at the^ Inglewood ^ 
^ Public 'Library is inclutjed in thi^ evaluation. This woultj require the estab- 
lishmerft of fixed criteria for measuring reference service, such as: ht)w jnan)^'. 
questions are answered per hour, how many title' searches. tomp^J^^ted, how many . ' 
items filed, etc. Although this .type of measurement has its guVposes and couW 
be used effectivej.y by the Library administration, tt only measures t,he quanti- 
tative factors of reference service and fails to consider the qlxalitdtive aspects. 

.^^RflfmiENGE COjIeCTION ^ ^ \ ^ / . ' - 

In^addition to \evalqating Jpersonnel, "it is also important ta evaluate the reffer- * 
ence collj^ctionVperiodicalTLy Since refeYertce service is dependent up^p^i the 
resources available^, these^must be mainta^n^d at an ^f feqtiv^ level, itt-is the 
responsibl-lity o\f the. Head — "Reference arid Information Serv^ices to evalVate and 
ihat^nJtain the reference* collectionX^ However , ex^ery reference^ librarian isVesponsl 
ble>^bt# making suggestions and recomi^endatio^s for updating the collec^i^. 



If a reference col jlection is to be of us-e to the reference staff and the publid% 
it must meet the informational n^eds of the public. This should be a major con- 
sideration in de<^eloping and maf^ntaining .^j>e reference collection.^ feefore works 
can, be^ selected and ateas of the cpHectlon evaluated, the Head — Reference and 
Information Services must know the kinds of information the public is requesting 
and should then attempt 'to develop the reference collection to satisfy those 
requests. , 



r 



There ^re several tools utilized in evaluating and developing the reference 
collection* Major' sources for recommendations a;p.e the lists of significant 
reference works pub lis^ied in Library .Journal ' and by the California State Library 
and ^ublish'ers V announcements. Subject Guide to Books in Print is* a useful 
source for lists of works in a particular subject area wl:\ich may 'need to be de*. 
ve loped' or expanded. ' *^ * * * . 



It is also help'ful foj the Head — Reference and iinformatio^l Servi^s to be^^way^e. 
of the holdings of other libraries in the area^ ■ this can be done, by periodicaaly 
visiting^ these, libraries and inspecting their cpllections* ^ — " T 

In addition to expandihg the reference dojlectipn to meet new/ requests «»an^^ inter- 
ests, it^s also necessary to keep the reference collection current Much of ^ 
this is doh'^^tpmatically with -subscriptions to annual piiblications.^ Hov^ev(er, ^ 
there are manyWrks which are updated it re'gu^rl^ and^\eonsequently , will not be 
^included in the annual subscriptions: ItT order to ili&urls^^ that the Library has' ' ^ 
the latest issue of these works, trhe reference collection must- be^' revi^xoied' peri- 
odically" With this purpose £h mind^ / 

The efficiency of ref erenceN^rvice cto be greatly Enhanced by the arrarfgement 
of th6 [reference area. The' r^^reuce desk ^-shaulfl, Ge situated in a prominent lo- 
Jcatian--^^ ft\ll public exposure.-^ It should , also a^Jord access to,.both^ the 
public cardspaC^^log and the -reference coHection, Enabling the reference libra- 
rain to assisK^atrons in both areas without tlosing contact with the* re/£erence 
desk, 



ft the Jnglewopdvmain Library the -reference ^area is located on the second level 
at the east'en^ orN;he bui Iding . An information desk is in the center of the^x. 
floor, easily ^ccessiDle to the ■public. The reference de^k is also prominently ^ 
lojcated within tbd^^ref er^ce /ar'ea, 
ence colledl^i^n; 



\ 



/ 




,Anear 'the public card catalog^tand the refer- 



reVblvi" 



The ready reference collection is rt>cated on a 
desk sp the reference Librarian can use without havljig' ti 
ii^ ^specially i^s^fuj when answering telephone inquiries 

" ; ... ■ - 1 \ 



wheel at th)a re 
leave>the desk 
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REFERENCE DESK WORK EVALUATION 



• Datj 

\ 



Emp loyee ' s name 



Employee's class title 



^ JL., Knpwledge' of Che 
^ circulating collections 

JJ^.. Kfeowledge of the 

reference collections 



. * effort to increase 

knowledge of collections 



4» Ability to intetpret ^ 
user's questions 

5. Willinga^ss" to help library, 
users; enthusiasm ; ^ 

6. Effort to recommend 
additions to collections 

' 7. Willingness to file 
reference services 



■ i 



8. Punctuality 



9 , Courtesy 



10. Appearance 

11. Attiturfe toward other' 

. - ■ ,' 

employees | ' ' 

12. Considering aH reference 
librarians that you have 

I known, what is your over- 

all rating this employee? 



OUTSTANDING 


GOOD 


• FAIR 


UNSATISFACTORY 






- 


. \ ■ 




' ' ' / 




✓ 


















< 




. ' ' . ^"^ 








- - . *^ 






♦ 

— 










; 3 

■' * 










i 
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1 


J 
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<:OMMENtS 



J. 



/ 




FORMS 



Several:-?! orms may be used at .the reference desk. Those most used include: 
(l).Call sli^, (2) Postal reserve, (3> Book order suggestion, (4) Special Use 
slip, 'and (5) Request for free informational materials. > The R^eference Librarian 
should know their function and use. The following section provides examples of 
these forms and a*brief explanation of their use. 

CALL SLIP ' > / ' 5> . • ^ 



{ ^ 



CALL SLIP 



Dcpoaidory \\ \ Opift ihelf |^<^ Magazine { | 

Book j JLSttO M373 A uthor MAVE/l T^M 

E^orrdUr'a iame ilS>AAA/pa/^/J7 D ate //z^/t^ ^ o^t /J^^Sd 



^clokB availabl/e aftex 
(circle .tlnie) ^ 



11 aril ^ pn^ y\Dm 



10/73 



?PL 



Jhe ca'ly slip \s used when library materials ate f^aged. Materials cannot always 
be immediately searched for upon r^qirest.* Wh^n paging is necessary,, the call 
slip XB filled out as above, and tl;ie patron is asked^to call back at the time 
indicated , If thfe book is in, it is resjerved for the named patron;^if not avail- 
able/ 'the patron will be sq informed by J;he Circulation Divislpn. 
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pos;1:al reserve 



1 



POSTAL RESERVE 
ustd for bookft listed in tht Public Cotolo^ 

PRINt YOUR NAME AND ADDRESS ON REVERSE SIDE, You. Phone 4 Hf-42S7 

Call No. PJ I I K 33 L Today's Dote_!Zi?/74 

' ■■ ■* 

Authoi - Last Name-Fust KEE^ UOWARD C. . 

Title MAKfNg £THtCy^L DECI^IQN/S ' : 



JO 



[ Material is being held at Library on jeturn 
address until . 



[j Not Available 



INGLEWOOD PUBLIC LIBRARY 

101 West Manchester Blvd. 
' inglewood, California 90301 
649-7380 



YOUR NAME 
AND ADDRESS 



^ 100 f-Z/NiPRV Ave. 

Xl^GLE\^Oo\i.CA. 70/30 1 



This postcard -f^tffl is used for reserving books listed in the public catalog. It« 
may be filled in from a telephone request, or in tjie library by a patron. If 
the request is filled out by a patron," the card should be checked ifor\^ccuracy 
ancl initialed by the librarian or clerk receiving it. , \' 
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BOOK ORDER SUGGESTION 



CAUL m. « «:'niCI licet ciM fu»(* 


TITU ' ^ ' 1 

Afi.T OF SrAvit^G Off Dead £nd 5rReeT3 


t 


miI8HBI ^ * 

V/CTOR. 6ks. 


HO. YEAR 


ID. SER ETC. 


: / 


VENDOR 


ISIN 

O'dB2.07-7O9'O" 


ClfCU! (J 


1 XI X2 U J YA ADDL , 


U NO. 


rC O STATI » - 

DATE iy^7 /Yo 


rOF • OOP « 
DATE 


DATE //«>/r^ 
INITIAL Jo 


SOUiCEJ Fi rw /ilO SICT" Clip OTHCl- 


lEMAlUlS fWD 

' INITIAL 

IPL 1/7* 


NAMX li ADDRESS 

JT^A &bfi. A(6S 
XAS / SIS A>/£ 



The book order suggestion form is used when there is no card in the public catalog 
for a requested item. C^omplete bibliographic information is need'ed, source of in- 
formation mu6t be indicated, and whether or not a State request is desired (box 
marked "State*^) should be shown. The call number is/^hown if a newer edition is 
requested or a book is to be replaced. Generally, tWe public catalag (PC) and 
bibliographic source are the only files that can be checked from the public area. 
All f ormsji.should be initialed wh^n coipplete for further processing. 



SPECIAif SLIP 




SPECIAL USE 



MUST BE RETURNED BY 

RtFERENCE 



^CALL N0. £ TtZ(. A UTHO R 77\y LP R j Ti M 

TITLE Book of P ^^sihent^ 

NAM E JAMES BROUN 

UBRARY CARD NUMBE R l-^t^f%9S 



TELEPftCffl E (>79'^774» D ATE i i/Xt/t^ 



AUTHOR IZEI^BY_ 



if 



The speciaTus^ $^lip is ^ meahs. of allowing reference materials to- circulate. 
Since such materikls are not pocketed tOv receive transaction cards, this slip can 
be photographed and the book charged out at the discretion of the librarian on 
.reference duty. . \ * \ 
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REQUEST FOR FREE INFORMATIONAL MATERIALS^ 



PLEASE SEND US FREE COPIES OF 
^ 



SOURCE: 

If these items are not free, please let us know as 
we cannot pay on receipt without prior purchase 
order. 



* • 

This postcard form may be completed by reference librarians and routed to 
Reference Clerk, who coordinates requests for informational materials. 



